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AGERCY REQUIRRMENT

In transpitting classified material by
eourlar, either within CIA or ocutside
the Agancy, mail veesipts must be pre-
pered for material that 1s olassified
sbove restrieted, Logs sust also be
prepared at places of origin and points
of delivery for zeourity purposes,

Zresept
Courier Recedpt, Form 35-16 is being used
for confidential and secret nmeterial, As
required by Security regulations, incoming
or outpoing logs must be prepared on sll
material and documents clamsifled above
rostrieted. TFormm 38-14 is used for loge
zing purposes,

The form will be premumbered whenm printed
and will be divided by perforstions into
three sections. The upper section of the
form will be used as en address label and
the middle section as the delivery recelipt,
The lower section which ie in duplicate
will serve triple fmetions, as the oute
poing log, as the incoming logz and as the
pick-up vecsipt,

Form 35-16 i# made up in booklet form
and i1s procured through the Puilding
Supply Office stoek roems., Torm 38-12
1= also obtained from ths Agency's stock
OO,

Requisitions will be filled by the Mail
Control Section, vhich will order and
stock the forms, A control on the numbers
will be meintained, spesdi®™e serles of
mmbers being asoigmed each office,

PROCEDERE -

The receipt is prepared by hand in dupli-
cate by the semding of'fice. The original
iz detached from the Wwok snd ettached
with seoteh tepe to the emvelope in wideh
the materisl i1s io be tranemitted. The
envelope 1z hond addressed to sgres with
the receipt, Pntry 12 then mede on the
ocutgolny lop.

The top section of the form will heve a
gumed back which w411 be affimed to the
snvelope in which the material is being
tranmitied, the address having proviously
been typed om ft, In sddition to its use
#8 a8 address lsbel the top section elso
serves as a eontrol facility linking the
emvelope containing the transmitted
materdal to the portions of the form re.
tained by the sendar and the Courter
{ffice since 21l three mootions bear a
rrmbha
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PROCEDURE {conttd, )

When a plek-up im made, the courier siems
both the original and the dupueate copies
and also indlestes the time of the plok-
up. The carbon pemains in the booklet
vhish 12 vetained hy the sanding office,

The original is detached from the envelope
at the time of delivery and 2igned by the
recipient, The courler carrics the receipt
back to the Conrier OffMce vhere Xt is
filed according to the dale of origin. At
the point of delivery an appropriste entry
18 made on the incoming log,.

At the time of pick-up the courder signs
the nidile and lover scetions of the fom
and records the time of plek-up, The
riddle section vill be signed by the
recalver at the 4ime dellivery iz made,
Thde seciion is then detached and rolirhe
ed o the Courder Uf7ice for Mling by

The lover szection of the form will be
zade out in duplicste and will conteln
mfﬁaimt izsfmmm te nervy the log-
veqidremants fox eonfidential amd
2. The original will Be
mtaimﬁ ia 'm @ﬁgimﬁiaa offioe vhore
it will serve as the outpoing log, The
dupliente will be cpelosed vith the
materinl be trenemitied Yo soeywve aw
the incoming log at the receiving point.
The oripinel also serves as the plek-up
regeipt from the couvier,

COMPARATIVE FEATURES

1, Each office mmbers its recelipis
a8 Mﬁ#

2. Receipts eve filed in the Courler
office by plekb-up date and therewmder
by bilding to which materiel wes
delivered,

3. Offiee copr of recoipt stays in
Bock, therafore recelpts must be hand-
writion,

Le Booteh tape rocwdred im atteching
receipt to envelope vhieh somotines
mays or ronulis in tearing of the
ressint vhen detaching it.

5. Courler nov yequired fo sipn the
oripinel sony atitsched to the arvelope
and the duplicate copy vhich im row
tained in the booklst,

1. Roceipts mn e nrapdshorad
of mm,

2. Baseipte i1l be rilcd in mumerleal
ssguoncs vhich will fecilitate sorting
and expedite the loomilon of epocilic
roseipte as needed to trece lost or nioe
directed moterinle,

3. Forms mey be typowritien,

L TBooeipt will be stisched to onvelope
by means of the muemed back of the address
seotion, Porforations Tacilitate detache
ing of receipt won delivery.

%+« Pntire receipt atiached ‘o outside of
anvelope w11l be readily svellsble for
eourler's sipmeture and w11l reduce poscl-
HMiity cgi' signing Por material he does

; Lok up.
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COMPARATIVE, FEATURES (comt?d.)

6+ ohe outgoing and incoming logs #1111 be
prepered atmnltaneously by the sen&in%
office which will eliminate the aeaﬁ Por
separate preparation of =n inammg log by
the vocoiving office. The original of ;g
lower section of the form will be retal

by the sending office as its outgging ’bag
while the duplieats vill Dbe enclosad wm
the transritied materisl to serve as the
ineoming log by the recelving office, Thus,
the deseription of the waterial at the de~
livery point will be the sape as atv the
point of origin, The duplicate will ’:MQ
gorve ne a check 1ist of the envelopets
contents on which notations may be made 88
o the disposition of anch documont.

rod to make the cntries om 325
gﬁﬁ;ﬁ;&n. It appeara likely too, ﬂmz
the recelpt will decrease the pessibility
of failures to prepare loga through OVer-
sight or neglect.
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